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Locate	Employee	Space
	
1.	Go	to	http://bop.sd.gov.	
2.	Click	Employee/Manager	
Self	Service	from	the	left	
menu	bar.	

3.	Click	HR	Portal	Login.		
4.	User	Name	is	your	6	digit	
employee	number.		

5.	Password	is	the	last	4	digits	
of	your	SSN	plus	the	2	digit	
month	and	day	of	your	
birthday	(mmdd).	

6.	Click	Employee/Manager	
Space	in	the	left	menu	bar.	

7.	Continue	to	Employee	Space	
and	login.	

Review	andmodify	your	
profile:	
Update	your	profile	before	
you	apply	for	a	job.	
Modifications	made	from	
this	location	will	appear	
on	every	job	application.	
		
*	Changes	to	your	profile	
made	within	the	job	
application	will	only	
reflect	that	application. 

To	narrow	your	search,	enter	one	or	more	criteria,	
and	click	Search.	For	example,	select	Location	and	
choose	a	city	from	the	drop	down	menu.		

View	Job	Details:	
Select	one	of	the	
job	announcements	
you	want	to	review.	
 

View	open	
positions	
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Check	status	of	Job	applications:
Select	My	Applications.	

Application	Process:	
	
1. Click	Apply	Now.	
2. Agree	to	the	consent	and	

acknowledgement	form.		
3. Complete	questions	as	

required.	
4. Verify	and	modify	any	of	

your	information	on	the	
application. 

5. Click	Submit	Application	
to	complete	the	process. 

Save	to	Job	Cart:	Use	this	
job	cart	to	store	multiple	
positions	you	are	interested	
in	reviewing.		

Locate	Job	Cart:
From	the	complete	job	listings	page	click	My	Job	Cart	
to	view	all	stored	job	requisitions.		

Always	use	this	back	button	to	prevent	Lawson	from	
logging	off.	


